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Application for 
OFFICE or SECRETARY OF STATE 

D E P A R l U E N T  OF ARCHIVES k BI.STORY 
"I 

GEORGIA RECORDS DISPOSITION STANDARD RECORDS MANAGEMENT DIVISION 

7- ACTION REQUESTED 
ESTABLISH DISPOSITION STANDARD; 
RECORD WILL CONTINUE TO ACCUMULATE. 

DISPOSE OF PRESENT ACCUMULATIONS; 

~ 

8. Earliest & Latest Dates of Series 9. Exact Series Title 

1966 mt.e - Equipment Usage and Maintenance F i l e  
0. What is the function of the office in which this record series is Created 

The Division of Highnys is  responsible f o r  the  planning, location, design, construction 
and maintenance of all roads and bridges on the s t a t e  highway system. 
H i g h w a y s  and bridge construction, the  inspection and t e s t ing  of materials used i n  building 
and maintaining highways, issuing permits and enforcing cmcliance of oveweight and over- 
dimensional rules and regulations for t h e  movGent of vehicles on the  S ta te  Eighhay System, 
acquisit ion of a l l  rights-of-way, vehicular and pedestrian t r a f f i c  control, location and 
a e r i a l  surveys, preparation of construction p lam and specifications,and the  location of 
public u t i l i t i e s  8s re la ted t o  the  state h i g h i i  system. 

Ifhis includes: 

- 
.l. This file contains the following documents (include form numbers and titles, i f  any, and file arrangement): 

Documents re la t ing  t o  the  usage and maintenance of state owned equipment. 
Included are: Daily Report of Truck 

State-Owned Equipment Monthly Usage Report (Form DOT 497) 
- - F i l e  is arranged by the  t3-pe of equipment (trucks, gene+tors, ~ e t c . )  and thereunder i 

- -  ~. 
~ 

nmer ica l ly  by SHD .inventory number. ~- . ~ . .  . 
. ~~ 

ATTACH SAMPLES OF THE FILE 



I - _ _  -_. -I 

YES - NO Q”ESTIONNAIRE Place I n  “I” in lk PlWWr COIUm”. If anS”er 1% “YES.” plr-  uplain 

* 

13. Is  this the Record Copy of the series? 1x1 r 1 

14. Is there a duplication of this series in another office or agency? ,, The Accounting & p a h e &  

16. Does the series contain classified information requiring security hatidling? [ 1 o r 1  
- ~~ L 1 1x1 17. Does the series initiate, amend or terminate agency policies and procedures? 

~ ~ - . :  ~ [ 3 :  1x1 
[ I  P I  

[ X I  1 - 1  
receives a copy of State-owned equipment monthly usage report (nor 497) 

15. 1s the information contained in this series ever summarized or published? Attach copy of summary or publication. [ 7 
i 

[X ] 
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.~~ 
IS. Could the function be performed if  the files were lost or destroyed? 

19. Is the series (or major portion of it) regularly microfilmed? If yes, why? 

20. Does the record series provide data as input to an EDP file? c 1 : i J1  
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24. REQU1REMENTS:The following requires the files to be kept .~ .. : ~.. . y e i n  . .  ~ ~ . 

I .  . .  ~ ~~ . .  ~~ 
.~ ~~ 

. ~ .  .~ . ~ . ~. ~ 

a. I 1 STATE ’ b. .[ 3 STATUTE OF c. [ 1 AUDIT ~ d. [ ~3 FEDERAL ~~ e. [g ] ADMINISTRATIVE, f . - [  ] HISTORICAL 
LAW LIMITATION ’. PERIOD LAW . .  ~DEClSlON ~ .~ ~ ~ VALUE 

(Cite Law, Statute, or other reason for the retention requirement) 

~ 21. Does the record series contain documentation produced as EDP printout? [ I  p r l  

~ 

25. AGENCY RECOMMENDATIONS: This agency recommends that the file series be cut off at the end of each 
-[ 3 CALENDAR YEAR - [XI FISCAL YEAR -[ ] Other then: 

1 
~~ ~ ~~ month(s)/ ~~ . .~ .~~ ~~ yearb): ] Hold in the current files area 

. -  ~~ 

1 
- .  

[x 3 Transfer to .[X ] State Records Center [ -1 Local Holdjng Area; ~- hold &....... .. ~ ~~ . .  yearb): 

[X 1 Destroy. 
[ ] Transfer to State Archives for peimanent ~gtention. 
[ 3 Destroy immediately after.cut-off. 
[ ] Other: (Specify) 

cc27 audited by Federal and State auditors. 
an?. Enforcments is u s 2  for administrative contml. 
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. .  . .  

~ . . ~  
. . ~  ~. ~. 

- .  . .~. - 
. ’  Ra:ionale: The copy of form LOT 497 maintained by the’office of Gene& Acccimtkg I s t h e  

The copy maintained by the office of Pelniits 

(Indicate briefly rationale for recommendations abovelor write additional remarks): 

in Paragraph 

Y.  - 


